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1700 NORTH MOORE STREET SUITE 1425
ARLINGTON, VA 22209
703-696-0504

January 1995

The Defense Base Closure and Realignment Commission has built a solid reputation for
fair, objective and factual review and analysis of those bases recommended by the Secretary of
Defense for closure or realignment based on the Force-Structure Plan and the Selection Criteria. It
is the duty and responsibility of the Commission's staff for the 1995 process to uphold these
standards and to continue in the open and independent environment which the Commission enjoys.

This handbook provides examples, guidelines, policies, and procedures to assist analysts in
understanding the breadth and depth of their responsibilities. The volume of work to be performed
in such a short period of time dictates that each analyst operate with limited supervision. The in-
depth review and independent analysis become the final factual basis for decisions and if
challenged in court, the back-up information used in defense of whatever lawsuits may be initiated.

” This is not meant to alarm you but to make you aware of the importance and seriousness of
the Defense Base Closure and Realignment Commission's work. The final decisions of the
Commission represent a foundation for tomorrow's Defense infrastructure; however, they could be
devastating to many communities. Therefore, our work must be as thorough and accurate as
humanly possible.

Our analysis and oversight is greatly enhanced by concerned communities most affected by
the closures and realignments. We encourage their involvement in the process which actually
broadens and strengthens our own analysis. In fact, we consider the communities' work to validate
or present factual information about the bases as an extension of our staff's work.

Our finished products and back-up documentation are an open book for all to see. Let's
uphold the high standards set by the review and analysis work of the 1991 and 1993 Commissions.
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e R&A Staff (Continued):

The staff member designated to take notes will prepare a meeting summary and forward the
summary to the Liaison Office within 24 hours of the meeting

Staff members will provide any requested follow-up to the Liaison Office for further
distribution to the community

e Liaison Office:

Provide direct contact with community groups which request meetings

Schedule meetings and reserve conference room

Coordinate with R&A Team Leaders and/or the Director of R&A to determine which R&A
Team will assume responsibility for the meeting

Coordinate with the designated R&A Team Leader to ensure an R&A staff member is
designated to take notes and prepare the meeting summary '
Publish Memorandum of Meeting as early as possible prior to the meeting and ensure that
the Commission attendees are listed and an asterisk denotes the person responsible for note
taking and summary preparation

Attend the meeting, distribute the Memorandum of Meeting of all attendees, and update list
of attendees

After the meeting, update the list of attendees on the Memorandum of Meeting, incorporate
the meeting summary from designated staff member into the Memorandum of Meeting, and
distribute the Memorandum of Meeting to appropriate staff members within 48 hours of the
meeting

Ensure that the Executive Secretariat receives a copy of the Memorandum of Meeting
which will be the official Commission record of the meeting

Provide any required follow-up to the community group

e Executive Secretariat:

es File official copy of Memorandum of Meeting

Distribute copies of Memorandum of Meeting to the Staff Director, Executive Director,
Director of Communications, General Counsel, Director of Congressional and

Intergovernmental Affairs, Director of Review and Analysis, and the responsible R&A

Team

Attachments:

1. Memorandum of Meeting Shell
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v e R&A Staff:

ee Recommend subjects for hearings and proposed witnesses to Staff Director no later than
mid-January

e Responsible R&A Team:

ee Provide requested information to Travel & Advance for preparation of invitation letters to
witnesses

ee Coordinate agenda with Travel & Advance at least five days prior to the hearing

ee Consolidate proposed questions prepared by each R&A Team and provide 16, three-hole
punched copies to Travel & Advance by COB three days before the hearing

ee Respond to Commissioners’ questions and requests for information

ee Attend hearings

ee Prepare thank you letters with follow-up questions for appropriate witnesses and give to
Executive Secretariat for dispatch no later than two days after hearing

s Military Assistant:

ee Provide notice to the Federal Register at least one month prior to the hearing, but in no
0 event later than 10 days before the hearing

e Travel & Advance:

ee Dispatch letters inviting witnesses at least two weeks prior to the hearing

ee Arrange for stenographer no later than seven days prior to the hearing

se Draft hearing agenda in coordination with responsible R&A Team no later than five days
prior to the hearing

ee Arrange Commissioners' travel no later than five days prior to the hearing

ee Make luncheon arrangements for Commissioners and appropriate staff no later than five
days prior to the hearing

ee Provide hearing schedule to Commissioners’ secretaries no later than three days prior to the
hearing

oo Inform the Chairman and Staff Director of Commissioner attendance no later than three
days prior to the hearing '

ee Prepare 21 read-ahead books by COB two days before each hearing and distribute them as
follows: one copy to each Commissioner, the Staff Director, the Executive Director, the
General Counsel, the Director of Communications, and the Director of Congressional and
Intergovernmental Affairs; six copies to Review & Analysis; and two copies to the
Executive Secretariat

es Send read-ahead books to Commissioners by over-night mail at least two days before each
hearing

~ se Provide record copy of read-ahead book to Executive Secretariat

C-2



March 15

AM.

BASE CLOSURE AND REALIGNMENT RECOMMENDATIONS

Purpose: To present publicly the recommended Department of Defense base
closures and realignments.

Expectation: Macro view of how the closures and realignment recommendations
mesh with the Force-Structure Plan, the final selection criteria, the threat, and the
declining DoD budget.

Witness:

The Honorable Ies Aspin, Secretary of Defense, the Pentagon, Washington, DC
20301

PRELIMINARY LIST OF SUGGESTED QUESTIONS
Force Structure

During the development of this rourd of base closures, the Services were given the
Base Force Structure as a basis for developing their recommendations, i.e., 12 Army
divisions, 450 ships, and 26 Air Force wings.

Do your current base closure recommendations anticipate a force structure lower
than the Base Force, or will a new force structure and additional closures and
realignments be addressed in the 1995 round?

In your speech before the American Defense Preparedness Association on February
11, you said that a long-term strategic review of defense spending will begin in late
March to assess threats, reconcile conflicting budget projections, and guide defense
spending from 1995 through the end of the century. Based on this pending review,
have you minimized the number of closures and realignments?

Considering the lack of significant changes in the Chairman of the Joint Chiefs of

Staff Report on Roles, Missions, and Functions of the Armed Forces of the United
States (Feb 93), do you envision asking the Chairman to take a deeper look at areas

of potential cost savings and base closures and realignments?

Is the future Force-Structure Plan being developed based on projected world
situations and threats, or is it being driven strictly by future budget numbers?

What future changes are expected in the Force-Structure Plan, and what effect are
these changes expected to have on the 1995 base closure round?

C-1-1




2:40pm-
2:50pm

2:50pm-
3:20pm

3:20pm-
3:30pm

3:30pm-
4:00pm

4:00pm

HEARING AGENDA (continued)
MARCH 15, 1993
2118 RAYBURN BUILDING

Admiral Frank Kelso
Acting Secretary of the Navy
Opening statement

Commissioner questions of Admiral Kelso

The Honorable John Shanncn
Acting Secretary of the Army
Opening statement

Commissioner questions of Secretary John Shannon

Hearing Adjourns

C-2-2
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provide whatever support is required or requested by the Commissioner. Attachment 3 provides
guidance concerning base visit support to Commissioners.

After the base visit the analyst will prepare a draft trip report in the format shown in
Attachment 4. No later than the second workday after returning, the analyst will provide the
draft report for comment to his team leader and the most senior Commission staff member at the
base visit (if other staff attended). After including all comments, the analyst will then fax the
draft trip report with a personal note to the lead Commissioner on the base visit. The note should
include a request for any changes or additions to the trip report to be included prior to
distribution. After incorporation of any Commissioner comments, the analyst will deliver the
final trip report to the R&A Director’s Direct Hire Analyst, who will provide it to the Executive
Secretariat for final distribution.

R ibilitics and S ‘

e Responsible R&A Team:

ee Assign analyst to assist with Commissioner base visit

ee Analyst prepares input to the Commissioner Base Visit Book, including Base Summary
Sheet, and provides to the R&A Director’s Direct Hire Analyst at least one week prior to
scheduled visit

ee Analyst tells Military Assistant those items/areas that must be included on the base visit

ee Analyst travels to base prior to scheduled visit (if schedule permits) and confirms
arrangements for Commissioner's visit

ee Analyst accompanies and provides support to Commissioner(s) during visit

ee Analyst must be aware that competing/opposing/rival community groups may compete
for Commissioner's time and should keep the Commissioner(s) focused on base assets
and assessment of military value—communities make their case at regional hearings

ee Analyst prepares draft base visit trip report, obtains and incorporates Commission staff
comments, and sends final draft by facsimile to the senior Commissioner on visit within
five workdays after return from base visit for comments

ee Analyst incorporates Commissioner's comments and provides final trip report to the R&A
Director’s Direct Hire Analyst

ee Collect and handcarry or mail any handout materials to Executive Secretariat

ee Prepare thank you letters to base personnel and provide to Executive Secretariat for
dispatch

e R&A Director’s Direct Hire Analyst
ee Retain copy of final base visit trip reports in the Base Reference Books

ee Distribute input to Commission Base Visit books and base visit trip reports in
coordination with Travel & Advance and Executive Secretariat.

D-2



COMMISSIONER BASE VISIT BOOKS

CONTENTS

Base Summary Sheet

Secretary of Defense Recommendation

Service Recommendation

Installation Categories

Installation Information

Maps (Area, Region)

State Closure History

State Map - DoD Installation and Statistical Data

Additional Information

D-1-1




SIGNIFICANT ISSUES
MILITARY ISSUES
o (Include pertinent items)

ECONOMIC IMPACT

. (Include pertinent items. This information: will be provided by OSD in its report to the
Commission. The Interagency Issues Team will provide comments and any additional

information, as appropriate.)
COMMUNITY CONCERNS/ISSUES

. (Include pertinent items. This will be your initial opportunity to document and start
analysis on community concerns. This list will be refined as additional inputs are gained
through the actual visit, regional hearings, and community visits to the Commission
office. These community concerns/issues along with R&A staff identified issues will be
the basis for the adds and final deliberation hearings. These issues will be validated or
rejected after consultation with the appropriate experts.)

Analyst's Name/Team/Date



BASE VISIT REPORT
A INSTALLATION NAME

DATE

v SECRETARY OF DEFENSE RECOMMENDATION:

DEFENSE F TON:

E ENTIFIE
COMMUNITY CONCERNS RAISED:
REQUESTS FOR STAFF AS A RESULT OF VISIT:
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o .

w Responsible R&A Team:

ee Assign analyst(s) to attend Regional Hearings

ee Provide, as necessary, base visit data (see Section D, Attachment 1) to the R&A Director’s
Direct Hire Analyst at least one week prior to the hearing for use in preparing
Commissioners' Regional Hearing books

es Attend Regional Hearings and assist Travel & Advance in the collection of community
handout materials. Return materials to Exccutive Secretariat.

ee Prepare Regional Hearing Issue Summaries within one week of hearing date

o R&A Director’s Direct Hire Analyst:

ee Assemble base visit data (see Section D, Attachment 1) for use in regional hearing books
and provide to Travel and Advance to incorporate into the Commissioners' Regional
Hearing books

ee Retain file copy of Regional Hearing Summaries

ee Distribute Regional Hearing Summaries in coordination with Executive Secretariat

o Military Assistant:

ee Provide notice to the Federal Register at least one month prior to the hearing, but in no
event later than 10 days before the hearing

s Travel & Advance:

ee Arrange for regional hearing site

ee Arrange for travel for Commissioners ard staff attending hearing

se Assemble and distribute Regional Hearing Books

ee Attend hearing

ee¢ Return all handout materials received at hearing to Executive Secretariat by the most
expeditious means

o Liaison Office:

ee Coordinate community attendee list with Members of Congress
e Communications

ee Provide opening remarks for lead Commissioner

ee Arrange press availabilities
ee Attend hearing to support Commissioners

Attachments:
v

1. Format/Example - Regional Hearing Issue Summary

E-2



‘-




DEFENSE BASE CLOSURE AND REALIGNMENT COMMISSION

REVIEW AND ANALYSIS

HANDBOOK

1995

SECTION F ADDS HEARING



e Responsible R&A Team:

Respond to queries from Commissioners regarding bases to be considered for discussion
Make available to Commissioners all comrnunity input and proposals regarding bases to be
considered

Using the attached formats, prepare all appropriate presentation material for discussion with
senior staff no later than three days prior to the hearing

Prepare read-ahead material and provide 15, three-hole punched hard copies to Travel &
Advance by COB three days before the hearing

Provide 16 copies of the final presentation material to Travel and Advance no later than
COB the day prior to the hearing to ensure inclusion in the read-ahead books prior to the
start of the hearing

Respond to Commissioners’ questions and requests for information

e General Counsel:

Work with the R&A Teams and the Commissioners in acquiring and formulating the list of
bases to be reviewed for further consideration

Coordinate with DoD General Counsel to review and research all potential conflicts of
interest regarding the bases to be reviewed

Provide counsel to Commissioners on an Attorney Client basis regarding any conflicts and
subsequent recusals

' ¢ Military Assistant:

Provide notice to the Federal Register at least one month prior to the hearing, but in no
event later than 10 days before the hearing

e Travel & Advance:

Arrange for stenographer no later than seven days prior to the hearing

Arrange Commissioner’s travel no later than five days prior to the hearing

Make luncheon arrangements for Commissioners and appropriate staff no later than five
days prior to the hearing

Provide hearing schedule to Commissioners' secretaries no later than three days prior to the
hearing

Inform the Chairman and Staff Director of Commissioner attendance no later than three
days prior to the hearing

Send read-ahead books to Commissionzrs by over-night mail at least two days before each
hearing if available

Prepare 16 read-ahead books by COB two days before each hearing

Insert final presentation material in the books prior to the hearing

Take all necessary materials to hearing room

Set-up and clean-up hearing room

Prepare and submit travel vouchers for Commissioners as soon as possible after the hearing

F-2



(Service) Categories

CATEGORY NUMBER

Highlighted categories have commissioner candidates for further consideration.
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Base Analysis
Category:
FOR CONSIDERATION: Study [Name of Installation(s)] FOR CLOSURE as (an) ADDITION(S) to (Reason for addition).
MAJOR ISSUES Name of Installation  (*) Name of Installation (*) Name of Installation (*)

MILITARY VALUE

FORCE STRUCTURE

ONE-TIME COSTS ($ M)

(CONSTRUCTION/HOUSING)
ANNUAL SAVINGS (§ M)
| BREAK EVEN YEAR

BASE OPERATING BUDGET ($ M)

PERSONNEL IMPACT MIL/CIV

ECONOMIC IMPACT

ENVIRONMENTAL

(C) = DoD recommendation for closure
(R) = DoD recommendation for realignment

(*) = Commissioner candidate for further consideration
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\ 4 | INSTALLATION VISITS

At least one member of the 1995 DBCRC will visit each of the major mstallatxons recommended for closure or
realignment by the Secretary of Defense. The primary purpose of these visits is to assess firsthand the base’s military
value. Each installation visit is unique in its own way, and there is reasonable latitude within the limited time
Commission personnel have for on-sight investigation of pertinent issues. Please use the followmg checklist as a
plannmg ‘tickler” or menu of suggestions:

1. Expect at least one (1) Commissioner and one (1) staff member. Usually the staff member will arrive one day in
advance for informal staff coordination and to provide assistance as desired for the Commissioners visit the next day.

2. Expect only about half a day, give or take, for the Commissioner’s visit. The Commissioner will basically be in
“receive mode” to look, listen, and learn as part of the independent process to investigate the issues critical to your base
and its mission. Here’s what past experience has shown works pretty well as a notional itinerary:

a. Airport pickup and transportation to the base.
b. Arrival of DBCRC personnel at installation.

c. 15 minutes max press/media availability. Your public-affairs office can easily handle setup for this. You
might have him/her contact Wade Nelson, Chuck Pizer, or John Earnhardt in our Communications Department,
SN 226-0504 or commercial (703) 696-0504.

d. Mission/function briefing at installation conferznce facility/commander’s office. Potential attendees:
installation leadership, state elected officials, downtown leadership (Mayor/city council/“save-the-base”
committee spokespersons/etc.). Written materials will be placed in our library, which is available to the public,
and information therein will be considered during our analyses.

e. Brief community presentation. As a reminder, the primary purpose of the visit is to assess military value.
However, community leaders or groups may want time to present their case. Again, we accept all
documents for our analyses.

e. Windshield/walking tour of installation/key areas.

f. Transportation back to airport.
3. Depending upon arrival/departure times, a working treakfast or lunch may be appropriate . If you decide to go this
route, something simple like coffee, juice, pastries, sandwiches, soft drinks, etc., is all that is expected. We pay our
own way in this area.
4. Please do not hesitate to call if you have any question or doubt about any aspect of the visit. There are no dumb

qur s or details too small! Contact Col. Wayne Purser, USAF, Military Assistant, through our main phone number
DW-OSM or commercial (703) 696-0504, seven days a week until July 1.
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among the staff and Commissioners, a list of various options will be generated by the analyst and
forwarded to the General Counsel who will develop the appropriate formal motions in draft form.
It is possible to have four or five motions for an individual installation (e.g. closure, various
realignments, or rejection of the recommendation of the Secretary of Defense). Again, the
dependent nature that one action has on other actions must be clear. The General Counsel will have
final approval over the completeness and legal sufficiency of any motion. All motions must be
developed in sufficient time to allow for thorough review by the senior staff, but most importantly
by the General Counsel. Accordingly, analysts should develop recommended options as
comprehensively as possible in order to eliminate any ambiguities. Every effort should be made to
have options completed and to the General Counsel at least four days prior to deliberations so that
adequate time exists to develop specific motions. Questions should be discussed and resolved with
the Team Leader or General Counsel.

R ibilit T :
e Responsible R&A Analyst:

ee Develop options to the Secretary's list of recommendations

ee Ensure all senior staff is aware of any dependent actions associated with various options

ee Forward approved options to the General Counsel who will develop draft motions, options
should be provided to the General Counsel at least four days prior to deliberations

e Review draft motions with the General Counsel for appropriate intent and
comprehensiveness

ee Assist the General Counsel in developing motions during deliberations, if required

e General Counsel:

ee Be aware of various options under discussion including any which are dependent on other
related options

ee Upon receipt of options from the R&A staff, develop draft motions for Commissioners' use
at least two days prior to deliberations

ee Review draft motions with responsible R&A staff to ensure appropriate intent and
comprehensiveness

ee During deliberations, develop motions, in concert with the R&A staff, as required

Attachment:

1. Motion Shell

G-2
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e Responsible R&A Team (continued):

ee Prepare 16 copies of hearing books containing the final presentation material and provide to
Travel & Advance no later than COB the dlay prior to the hearing to ensure availability to
the Commissioners prior to the respective deliberation hearing

ee Respond to Commissioners’ questions and requests for information

General Counsel

ee Provide counsel to Commissioners on an Attorney Client basis regarding any conflicts and
subsequent recusals

Executive Secretariat

ee Prepare read-ahead material consisting of such items as base visit and regional hearing
summaries and the latest DoD and community correspondence

Military Assistant:

ee Provide notice to the Federal Register at least one month prior to the hearing, but in no
event later than 10 days before the hearing

Travel & Advance:

ee Arrange for stenographer no later than seven days prior to the hearing

es Arrange Commissioner's travel no later than five days prior to the hearing

ee Make luncheon arrangements for Commissioners and appropriate staff no later than five
days prior to the hearing

ee Provide hearing schedule to Commissioners' secretaries no later than three days prior to the
hearing

ee Inform the Chairman and Staff Director of Commissioner attendance no later than three
days prior to the hearing

ee Prepare 16 read-ahead books by COB two days before each hearing

ee Send read-ahead books to Commissioners by over-night mail at least two days before each
hearing if available.

ee [Insert final presentation material in Commissioners' books prior to the hearing

ee Take all necessary materials to hearing room

ee Set-up and clean-up hearing room

ee Prepare and submit travel vouchers for Commissioners as soon as possible after the hearing

e Liaison Office:
es Schedule hearing room

oo Notify "Super 20"
. ee Monitor and control dais visits

H-2
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(Service) Categories

CATEGORY NUMBER

Highlighted categories have installations DoD has
recommended for closure or realignment or
Commissioners have added for further consideration for
closure or realignment.
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Name o’lnstallation

DoD Recommendation: As stated by DoD

or

Commissioner Add for Consideration: Study for closure or realignment due to...

Visiting Commissioner:

Category:
LAND BUILDINGS FAMILY HOUSING PERSONNEL
Acres) (Million Square Feet) (Units) Mil Stu Civ
PERMANENT FACILITIES ANNUAL OPERATING COST COST FACTORS VHA
(%) M) Construction Per Diem | Officer Enlisted
ONE TIME COSTS ($M) STEADY STATE SAVINGS BREAK EVEN YEAR ECONOMIC IMPACT (%)
Construction Housing (M) 93 Cumulative

H-1-3
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Scenario Summary

(Name of Installation)
DoeD RECOMMENDATION SCENARIO 1
(State DoD recommendation)
One Time Costs: One Time Costs:
Steady State Savings: Steady State Savings:
Break Even Year: Break Even Year:
PRO CON PRO CON
H-1-7
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R ibilit S :
v o R&A Staff:
ee Recommend subjects to be included in the Issues for Further Consideration chapter no
later than mid-April
ee Draft narratives for the Issues for Further Consideration chapter as assigned

e Responsible R&A Team:

ee Draft Commission Findings and Commission Recommendation(s) sections for each
alternative recommendation for which a motion has been developed prior to deliberation
hearing

ee Finalize Commission Findings and Commission Recommendation(s) sections for each
recommendation no later than one day following the applicable deliberation hearing

ee Make necessary changes resulting from staff review immediately upon receipt

o Administration—Editor:

ee Edit all R&A-drafted materials; write and edit all remaining sections of the final report
ee Coordinate and manage all aspects of preparing and producing the final report

4 Attachment:

1. Format for Commission Findings and Recommendations

1.2
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SECTION J

DOCUMENTATION MAINTENANCE

Purpose: All aspects of maintaining Commission documents including collection, recording,
filing, and archiving are extremely important and are the responsibility of each analyst. Each
analyst will ensure that all documents used in analysis are ready for final archiving prior to
termination of employment.

Discussion: Throughout the course of the Commission proceedings a great amount of
documentation is received, generated, and used by R&A analysts. It is essential that this
documentation is always readily accessible to the Commission, the Congress, DoD, and the
general public. Analysts must become conversant with the attached guidance memorandum
regarding maintaining government informatior.. All "records” meeting the definition of a record
given in the memorandum must be maintained and later archived in an orderly manner to allow
access during and after the Commission proceedings. Analysts involved in collection,
generation, and filing of these records must consider that all records will be eventually archived
through the Executive Secretariat library. Data systems information will be maintained in
individual directories with awareness that this information is system accessible and should be
maintained to allow access and use by other staff during the process. The records will ultimately
be archived by the Directorate of Information Systems and could be available for "discovery" in
the case of a law suit. In short, all documentation, data, and hard copies will be organized for
central archive rather than in "desk" files by the individual analysts prior to termination of
employment.

Procedures: Certain philosophies should be the basis of all documentation maintenance.

e Analysts will ensure that one copy of all information received from any source, including
DoD, industry, the public, Congress, etc., is presented to the Executive Secretariat
immediately upon receipt.

e A copy of all FAXED material (in and out) should be provided to the Executive Secretariat.

* Analysts must be familiar with both the Executive Correspondence Tracking System (ECTS)
and the Executive Secretariat library to facilitate access for all concerned and to better
understand the eventual procedures for archiving. .77z inf, ro A + for -

e All draft and internal working documentation will be so marked with a "DRAFT" heading.
Revisions will be accomplished on the same "draft" document so at the end of the process

only one copy—the final copy—-survives in the analysts file.

e Again, follow the guidance in the attached memorandum.



* Keep in mind the certification and availability requirements of Public Law 101-510, Section
v 2903(c)(1)-(6). In short, certain data require certification by DoD personnel; those data must
w be given to the Commission and must be submitted to the Congress by DoD personnel.

* Upon completion of the 1995 report to the President on July 1, 1995, each analyst will
ensure that all hard copy and data files are prepared for archive as reviewed by the respective
team leader.

L4
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MEMORANDUM

Requirements for Maintaining Government Information

44 U.S.C. § 3301 Definition of records

“As used in this chapter, ‘records’ includes all books, papers, maps, photographs, machine
readable materials, or other documentary materials, regardless of physical form or
characteristics, made or received by an agency of the United States Government under Federal
law or in connection with the transaction of public business and preserved or appropriate for
preservation by that agency or its legitimate successor as evidence of the organization, functions,
policies, decisions, procedures, operations, or other activities of the Government or because of
the informational value of data in them. Library and museum material made or acquired and
preserved solely for reference or exhibition purposes, extra copies of documents preserved only
for convenience of reference, and stocks of publications and of processed documents are not
included.” For the most part, the Commission’s library is not a traditional reference library, and
would not, therefore fit within this exclusion.

In maintaining records for the Commission, the following should be considered:

1. Was the information gathered in the course of agency business, as directed by agency
superiors, in an official capacity of the employee, on agency time, or is it merely personal, i.e.,
log or calendar information for “memory jogging purposes?” Notes on a calendar are not an
agency record unless used by the agency in course of business. For example, if the Director of
Administration has a master calendar that is used by the staff it would be an agency record. An
analyst’s personal calendar would not be an agency record if it was used only as a memory
jogger and contained internal matters of a relatively trivial nature and of no significant public
interest, i.e., lunch schedules, parking spaces, etc.

2. Is the information draft or a final product? If a final product, it must be maintained. If it is
clearly a draft, and we have the same data on later copies, it may be discarded. However, if the
draft shows the decision making process (not merely edits) and is discussed by the Commission,
it could possibly provide information valuable to the public and therefore, it has value and should
be maintained. If a draft is simply a preliminary staff working document, it may be destroyed.
If drafts or notes are circulated to or among Commissioners, check with your suprevisor before
destroying them. Documents including drafts, which are part of the Commission decision
making process are agency records that should be maintained.

3. Maintaining duplicate information is not necessary.

4. The computer format for any computer information is at the discretion of the agency.



5. Any information prepared by an attorney or under his/her direction should be maintained
under the attorney-client privilege, should be marked accordingly, and provided to the general
counsel’s office for cataloguing.

Any records under the definition of section 3301, that are to be destroyed by an agency,
must be first submitted to the Archivist for review.
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GAO REQUEST FORM

BASE: (Base Name, City, State)

R&A POC: (Name, Phone)

BASE POC: (Name, Phone)

REQUEST: (Thorough description of work requirements)

SCHEDULE: (Required due date)

ATTACHMENTS: (Any appropriate documents that support work request)
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February 13, 1995

MEMORANDUM TO COMMISSION STAFF

From: David L);l

Subj: Standard Letter Procedures

The following process will be followed for all outgoing correspondence:

1. Draft all letters using TT Times New Roman 12pt. Route all draft versions on
non-letterhead paper in a manila folder. Paragraphs are indented and left justified.

2. The responsible office will coordinate, route, and track the letter from the initial
draft to draft approval. The responsible office should coordinate a draft response with
all action addressees using the ECTS routing slip if the letter is an ECTS response.

For all other letters, the responsible office should fill out an attached routing sheet,
clearly placing an “X” in the Action Addressee column next to the names of staff
members who will coordinate the draft response. The names of additional action
addressees may be pen and inked into the blank blocks.

3. Indicate the author and file name of the draft letter on the top of the appropriate
routing sheet.

4. Following staff coordination, the responsible office will route the
correspondence through the appropriate: department heads for their input and
recommendations. All edited versions of the draft letter should be available for

department head information and discussion.

5. The letter is then routed to the Director of Administration. The Director of
Administration is responsible for proof-reading and ensuring the continuity of all
Commission correspondence.

6. The responsible office will then make all changes before bringing the draft letter
back to the appropriate department head. The responsible office will then bring the
letter to the Staff Director. Upon approval by the Staff Director, the responsible office
will provide the approved draft to the Executive Secretariat who will prepare a
Jetterhead version for signature. (All outgoing correspondence will be signed by the
Staff Director or Chairman unless otherwise approved.) Once signed, the Executive
Secretariat will ensure proper cataloguing and delivery. '

|
]
‘

7. Also attached is a sample of the proper format for all letter correspondence.
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(5 RETURNS at 1.8”)

March 1, 1995 ¥ (CENTER DATE)
(3 RETURNS FROM DATE TO ADDRESS BLOCK)

C e

The Honorable Robert E. Bayer

Deputy Assistant Secretary of Defense (Installations)
3300 Defense Pentagon, Room 3E813

ZVashington, D.C. 20301-3300 ¢

Dear Mr. Bayer: $

R

= Thank you for your letter of February 26, 1995 requesting information of the
Defense Base Closure and Realignment Commission. (FOLLOWING WILL BE
THE BODY OF THE LETTER.)

—  BODY OF LETTER SECOND PARAGRAPH.

= Should you need additional assistance in the future, please do not hesitate to
contact me. ¥

J
? (5 TABS) Sincerely,+

i (5 RETURNS)

J ,

= (5 TABS) Alan J. Dixon
Chairman

J

¥

! (3- 5 RETURNS)

Campbell

ES# 950226-2 (ETCS Accounting number supplied by Executive Secretariat)



P ' EXECUTIVE ROUTING SLIP

ORIGINATED BY: DATE:
FILE NAME:

ACTION REQUIRED | INFORMATION INITIAL DATE

‘%‘AFF DIRECTOR

EXECUTIVE DIRECTOR

GENERAL COUNSEL

MILITARY EXECUTIVE

DIRECTOR OF CONGRESSIONAL LIAS.
DIRECTOR OF COMMUNICATIONS
DIRECTOR OF ADMINISTRATION
DIRECTOR OF INFO. SYSTEMS

CTOR OF REVIEW AND ANALYSIS
ARMY TEAM LEADER
NAVY TEAM LEADER
AIR FORCE TEAM LEADER
INTERAGENCY TEAM LEADER
CROSS SERVICE TEAM LEADER

COMMENTS:
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BOX CONTENTS

1995 Hearings (Misc), May 25 — June 12, 1995

1995 AIR FORCE DATA
AF -1

“"A.  AICUZ Study Vol. 1 & NI
2. AICUZ Database
Joint Statement on AF Posture 3-94
B. ? Columbus- Air Force Base 2000 9-29-94
White Paper- Dyess AFB’s BRAC 93 AF Ratings
1. Team Approach 10-27-94
/ Laughlin AFB- BRAC Testimonials

C. MacDill AFB - Airfield Project Cost Analysis

1. Maximizing MacDill AFB

D. / Spectrum/MOAMAP
1. Noisefile

AF - 2 (Community)

. A. “Bay County Chamber of Commerce
/ 1. Comm. Growth Capacity Study 7-26-94
VAbilene & Dyess AFB - An Investigation for the Future 11-1-94
.~ YFairchild AFB - Spokane
B. v Hill AFB/ Draft Presentation
/San Angelo - Goodfellow 5-1-94
+Reese AFB Joint T-1 Training Solution-
C. \JFE Warren AFB, Cheyenne, Wyoming
D. \// 6th Air Base Wing
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(Continued)

BOX CONTENTS

1995 AIR FORCE DATA
(Continued)

AF - 3 (Community)

A.

B.

““Kelly AFB
1. World Class Air Logistics Center
2. The Hispanic Case for Kelly
/ Scott AFB, Illinois
1. Leadership Council Southwestern Illinois
a. Price Task Force
Fort Eustis and Fort Story Virginia
1. Lifeline to the Frontline
2. Value Added

C. ./ Rome Laboratory- Technology Innovation For America’s Future
D. , Letter form The Honorable Ken Clavert on the redirection of Marine helicopter

forces to March AFB
\PE v KirflandAFB~=Realignment =Keep-Afbuquerque’s-Fantastic Base /Lw S7. 417L
F. A1r National Giard- “Air National Guard Sto . 4 -7
Aol Gl TN QoI SOV 1 e e ST~
AF - 3a

Ac—/-Enid-&-Vance-Rartners in the Sky

7B,

(c.

e

1. Briefing update
Kirtland AFB Task Force information sheet

Kirtland ,
News Articles | WY //*‘{»

BRAC Costing Site Survey Information
Preliminary Conformity Analysis
Memo - Kirtland Air Force Base Realignment
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(Continued)
BOX CONTENTS
1995 AIR FORCE DATA
(Continued)
/AF 3a (Cont)
c{/L/L bpf/'( L6, w/(mﬂ,uc’f\
N D. Tinker

Portrait 1994
Bio- Commander; Executive Director

/! Organizational Chart
E. \/CALSPAN Community Presentations
F. Eglin - Okaloosa County Economic Development Council - Defense Support
Initiative
1. Hanscom Air Force

J




BOX CONTENTS

TEAM: NAVY

MCAS BEAUFORT
NAVY DATA CALLS
CORRESPONDENCE

NAS JACKSONVILLE
NAVY DATA CALLS

R&A WORKING PAPERS
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BOX CONTENTS

TEAM: NAVY

NUWC KEYPORT
STANDARD BASE DATA PACKAGE AND STAFF PRESENTATIONS
NAVY DATA CALLS
NAVY COBRAS

PHILADELPHIA NSY
STANDARD BASE DATA PACKAGE AND STAFF PRESENTATIONS
NAVY COBRAS

BEACH

STANDARD BASE DATA PACKAGE AND STAFF PRESENTATIONS
NAVY DATA CALLS

NAVY COBRAS

%/LQ ) Nyw i bmpeeT D)
ALY M\ZIW
AT - 2 %A«p«)a«w"’é{ ‘
\\lﬁ‘w‘l PRIu cay C/V)pov(,di]
,g)'u, 2. Nevq) (dbras
ki %u,}is ;
SuPsiip L;»»\ﬁ Bea -
ALT 3 2574410‘1/}4/1—4/5
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BOX CONTENTS

BASE VISIT PRESENTATIONS
(Continued)

Base Visit - 36

VA REDCAP Briefing - 9 June, 1995
/B. Oklahoma City Air Logistics Center
jc Naval Air Station Atlanta - 1995 Briefing Folder
D. SPAWAR “The Case for Maintaining SPAWAR In The National Capitol Region
(COBRA included)
~ E. Clean Air Act - Conformity Requirement Associated with Proposed Cecil Field
18 Squadrons - Redirect to NAS Oceana

Base Visit - 37
A. Port of San Diego Ship Repair Association

B. San Antonio Air Logistics Center- Presentation Books
C. Indianapolis Naval Air Warfare Center Public Private Partnership Proposal

Base Visit - 38

A. Enid and Vance - “Partners in the Sky” Presentation 7 June, 1995
B. NAS Fort Worth Reserve Base- Site Visit 5 June, 1995
C. Warner Robins Air Logistics Center - Partnership For Defense - Into the 21st

Century
D. Naval Air Station Atlanta-Presentation June 9, 1995
E. Robins Air Force Base - Regional Hearing Presentation June 9, 1995

Base Visit - 39

A. Homestead Air Reserve Base - Regional Hearing - June 9, 1995

B. DISC: BRAC 95 — Impact on Readiness, May 30, 1995

C. Redstone Huntsville BRAC Task Force - Partners in Defense in the Tennessee
Valley

D. Brooks AFB Closure: Assessment Information

E. U.S. Army Space and Strategic Defense Command (USASSDC)
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(Continued)

BOX CONTENTS

BASE VISIT PRESENTATIONS
(Continued)

Columbus “Where the Future is Flying” - June 9, 1995
Addendum to Relocation Profile - Proposed Charleston, SC
U.S. Army Space and Strategic Defense Command

Bas